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How to Navigate  
Login 

   

1. Click on the link provided in the registration email.  

2. You may also gain access to the portal login page by typing https://rifansportal.ri.gov 
directly into your Internet Explorer or web browser address field. 

 

The first time you log in, you will need the username and password that was sent to you by the 
State of Rhode Island in the email confirming your registration.  

 

 
 

 
Click RIFANS Supplier Portal link to open the Home Page               (Shown on next page)   
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How to Navigate  
Portal Home Page 

The RIFANS Supplier Portal Home Page is the central repository for all supplier related data and 
functions. You can click on the information displayed on the Home Page to drill down to recent 
data and information related to Orders, Shipments, Receipts, and Payments. The percent sign 
(%) is used as the wildcard character in any search field within this application. 

 

 

 
Quick Search at Top of Page 

Use this field to directly view a specific purchase order, invoice, receipt or payment.  

 

Notifications  

Notifications are messages waiting for your review. Some notifications are view-only, while other 
notifications require action. To view your notifications, click the linked subject to open the 
Notification Details Page.  To see the complete list, click on the [Full List] button for each 
section. 

 

At A Glance 

This section lists the most recent items for each of those categories.  

 

Quick Links 

Use the Quick Links in the box at the right of the screen to link directly to desired functions. 
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How to Navigate  
Using RIFANS Supplier Portal Tabs  

The RIFANS Supplier Portal tabs are available on every screen and help you navigate to the 
various data screens. The relevant information from each tab is explained in detail later in this 
Guide.  

• Home: Takes you back to the Home Page.  

• Orders: Takes you to your POs and agreements.  

• Shipments: View a summary of your receipts. 

• Admin: Update your supplier and contact information. (**This tab is very important and 
should be setup first.)  

• Finance: Enter invoices and credit memos and view the status of invoices and payments.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 


